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records and services division 

ANNUAL REPORT OF PROGRESS 
AND 

PROJECTED PROGRAM PLANS 


MAJOR ACCOMPLISHMENTS AND SIGNIFICANT DEVELOPMENTS 
1 July 1959 - 30 June I960 


A. Central Processing Branch 



i. A draft of a brochure to be distributed at Headquarters to oversea, 
returnee, ha, been written and i, under review by the staff of the Director 
of Personnel. 


3 A draft of an unclassified publication designed to assist employees 
with their personal affairs when preparing for overseas assignment has been 
forwarded to the Director of Personnel for approval. 


B. Transactions and Records Branch 


1. Following the trial period of open-shelf filing of Official Personnel 
Folders in Curie Hall Employee File Room, Management Staff agreed wit i 
the Office of Personnel that this system was not feasible for use in this area. 
It was further agreed that the open-shelf system should be reconsidered for 
use upon relocation to the new building. 


2 Management Staff's detailed analysis of techniques and procedures 
utilized in the maintenance of Official Personnel Folders contained the recom- 
mendation to place the now integrated personnel folder and travel documents 
within two separate filing systems. Following this, a newly designed out- 
folder" for the employee file will be used to combine the charge cards and 
out folder, thus providing a single point of reference. 


3 In order to reduce storage space of terminated employees’ folders, 
only the records pertaining to CIA employment will be retained in our Records 
Center. Records pertaining to other Government employment usually maintained, 
^ will be disseminated as appropriate to either the new employing Government 
establishment, or to Federal Records Center in 3t. Louis. 
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4. Decision is pending on a recommendation to destroy applicant 
cards which, after review, are considered to be obsolete or of dubious 
value . 


5. QPM 20-800-11 gave strength to the control of the release of 
Agency employment information to outside inquiries. Under the new pro- 
cedure, only the Central Cover Division, the Office of Security, and the 
Office of the Director of Personnel may "block" or "reopen" verification 
of employment. 

6. We have prepared Handbook^^^^^^^f Personnel Actions - 
which will serve as an Agency guide for the processing of requests and 
notifications of personnel action under the RCA 501 computer system soon 
to be installed. This Handbook is currently being reviewed by appropriate 
offices. 

7. An alphabetical "Wheeldex" card file reflecting name and box 
number has been established to facilitate location of terminated employee 
files stored at CIA Records Center. 

8. The progra m of the procurement of official rec ords of Federal 

employment of those who been 

extended excepted appointments was substantially completed. 

C. Statistical Reporting Branch 

1. This Branch has consistently reviewed the requirements levied on 
Machine Records Division in connection with the conversion of personnel 
accounting to the digital computer. Many of the original problems have 
been eliminated. Reports have been consolidated and expanded to serve a 
greater number of purposes and formats have been planned to provide 
additional desirable information on the Position Control Registers. 

2. The monthly report of military details was revised to show dollar 
amounts due and appropriations chargeable. Office of the Comptroller 
reports a saving of forty man-hours per month in that Office, and payment 
to Department of Defense expedited by one month - both due to the revision. 

3. Security difficulties were encountered when attempting to approve 
the use of a common serial number for employees regardless of status. This 
project has been suspended for the time being. 
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D, Area Records Officer - Office of the Chief/RSD 

1. This Officer completed the up-dating of the Records Control 
Schedule 40-60 for the Office of Personnel, extending coverage to C3PD, 
SA/D/Pers and other OP organizational elements established since the 
issuance of the previous Schedule in 1957. 

2. A record of Office of Personnel cost estimates and charges on 
printed materials and procurements was maintained and estimates for 
Fiscal Year 1961 were projected more accurately through use of this 
record. 

E. Special Projects 

1, Proposed Handbook^^^^^H concernin S new personnel action 
policies and procedures was completed in line with the forthcoming 
installation of the computer. Implementing the change-over to EDP, 

a design of revised Form 1150 (Personnel Action) has been completed 
and test sheets printed for experimental use, thus far proving quite 
successful from the "machines standpoint. 11 

2, A Passport Record Envelope was designed and put into use 
which replaces the machine rtm formerly used as a record of official 
travel documentation. It is expected that a more accurate and up-to-date 
record can be provided, and time saved in accomplishing this end. 


3. With the cooperation of the American Automobile Association, 



returning from an overseas assignment. The forty-three replies have 
been analyzed and are, for the most part, favorable. The State of New 
York responded adversely, however, and posea the greatest problem in 


that it is the State most heavily used as port of debarkation. This project 
has been suspended pending the needed evaluation of New York State’s reply. 

4. Working with Regulations Staff, we have drafted proposed pro- 
cedures, regulation and modified Form 642 to provide a new "Personnel 
Emergency and Locator Record" system for the Agency. 


PROGRAM. PLANS FOR FISCAL YEAR 1961 

A. Drafting has begun on an unclassified version of the booklet "Processing 
for Overseas Travel. " 
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B. Upon issuance of the OPM concerning the "Establishment of a Sensitive 
Personnel Folder" and "Re-Arrangement of Material in the Official Personnel 
Folder" it will be necessary to initiate plans to implement this establishment 
and re -grouping of documents. 

C. Management Staff's recommendation as regards the separate mainten- 
ance of Personnel Folder and Travel Documents, and the central point of 
reference for charge out location, will be accomplished in the months to 
follow (Paragraph B-2, Section I.) 

D. If the recommendation concerning the destruction of certain applirant 
cards is approved, programs will be initiated to review all cards and select 
those to be eliminated from file. 

E. There are a number of difficulties to be worked out and procedures to 
be changed or established upon the installation of the RCA 501 computer 
system. Procedures will be developed to accommodate the changes in 
method as affects the processing of personnel actions. Current recurring 
statistical requirements must also be converted for use under the new 
system, and plans are being made to anticipate special requests by the 
addition of more information of a basic nature to the routine monthly 
requirements. The use of the computer will alter procedures for the 
coding of certain types of personnel actions heretofore handled in a special 
manner. Hand-posting of all personnel actions for strength counf will be 
discontinued and we will depend upon the computer for weekly strength 
reports. These and other problems must be resolved in order to reap 

full benefit from the change-over to Automatic Data Processing. 


There is attached hereto a copy of each Branch report within RSD, and 
accompanying statistics. 


Attachments 
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Chief, Records & Services Division 
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Date: 13 July i960 

TO : Chief, Records and Services Division 

FROM : Chief, Central Processing Branch 

SUBJECT* Annual Report 



retuTOP,eAfr^L° f a .*f° ctmr « J° be Phased out at Headquarters to overseas 
een Wltten aB * 13 onder *•*!*" by the staff of the Director 


with their 2!2L!f "J f u J cla6 * lfi « d publication desired to assist employees 
. . .F® 4X1 affairs preparatory to overseas travel has been written 

and forwarded to the Director of Personnel. written 

usual “ orlt , of iJ' e Br,nch »»» uost notioably affected by the 
thi^ST !t Th * “ ork Xoad ™»ulu<«l fairly constant throurh- 

^th^eh, ftl»U» reflect th. tetal of hueZf, 


Reservations Hade: 
Foreign 
Domestic 

Travel Orders Received: 
Foreign 
Domestic 


Interviews 
Returnees Processed 

Passport Action 

Hew 

Renewed or "seen" stamped 
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1, A draft of an unclassified version of the booklet “Processing for 
Overseas Travel” will be ready in August. 

2. A draft of a brochure to be issued to field stations for use of 
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returnees before they depart for Headquarters will be ready in September 



Chief ^ Central Processing Branch 
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Major Aecoa^pljU&uaents and Significant Developments in the Transactions 
and Secord# Branch During 1 July 1959 Through 2P Jhne 19&) 


1. Upon completion of the on« year trial period of open-shelf filing 
equipment for the storage of Official Personnel Folders, this Branch prepared 
a final evaluation relative to the efficiency of the equipment . it was recom- 
mended that the use of open-shelving {for storing Official Personnel Folders) 
he discontinued, that the personnel folders filed on the shelving be relocated 
into five -drawer cabinets, and that the shelving equipment be turned in to 
the Office of Logistics . The Chief, Management Staff, however, felt that an 
additional « valuation of the efficiency of open-ehelving should be iaad« by a 
representative of his Staff, Based upon a detailed analysis by the Manage- 
ment Staff representative of the techniques and procedures utilised in the 
maintenance of Official Personnel Folders, the M ana ge me nt Staff agreed that 
the use of open -shelving in Curie Ball was not as feasible as the use of 
cabinets* Accordingly, the M a n age men t Staff recommended that the open-shelf 
equipment be discontinued for the storage of personnel folders as long as 
the Files Section Is located in Curie Bell, but that consideration should be 
given to the use of shelf -filing upon relocation in the new building. 
Following this recommendation , the Branch removed all personnel folders 
which had been temporarily stored on shelving, re-filed then in cabinets, 
disposed of one-half of the shelf equipment, and retained the remaining 
half of the shelf equipment for another use, 

2* As another result of the detailed analysis by Management Staff 
of techniques and procedures utilised in the maintenance of Official 
Personnel Folders, the Management Staff recommended certain changes which 
were unrelated to the use of shelf filing. One reconmndstlon was that 
all documents pertaining to an employee ’ s official travel be segregated 
from the personnel folder and physically maintained in a separate file, 
further, it was recommended that. If the' first recommendation ms accepted, 
the existing ’out -jackets" (used for housing both the Official Personnel 
Folder and the travel documents) be utilised for housing only the travel 
documents, and that the new travel documents file be maintained on that 
portion of the open-shelving which was retained. Simultaneously, a new 
type of charge -out folder would be installed tor use with the Official 
Personnel Folder, whereby the charge -card would be attached to the out- 
folder and serve as a single-point of reference. All of these recommenda- 
tions were accepted by the Office of Personnel. Actual Installation of 
the revised systems, however, must await delivery of the new charge-out 
folders which have Men requisitioned. 
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3 . In an effort to reduce the mount of storage space required for- the 
maintenan ce of Official Personnel Folders of terminated employees, a procedure 
ias developed end Installed whereby that portion of a personnel folder covering 
service In agencies other than CIA, would he separated firm, the CIA records mid 
disposed of In accordance with appropriate instructions. If the employee 
separates from CIA for the purpose of accepting employment in another Federal 
organisation, the portion of the personnel folder covering non-CIA service is 
forwarded directly to the new employer. If the employee separates from CIA 
for reasons other than aqploymant in a Federal organization,, the portion of 
the fils covering non-CIA ©erv Ice is retained for a period of thirty calendar 
days and then fccrwarded to the Federal Records Center for retention, Under 
this concept, the personnel folders of terminated eE^ioyeete contain only 
those document* pertaining to CIA service, 

A detailed analy sis wo® mode of the quality and age of information 
maintained in the applicant card file, in order to determine whether optimum 
efficiency was heing Obtained. The result® of this study indicated that 
approximately 6o$ of the cards contained information which was either so 
limited or so ancient that the card was considered worthiest; . Accordingly, 
criteria wore established for the selection of applicant cards considered 
to be obsolete or 

to the Director of Personnel that such applicant cards be destroyed. The 
decision on this recommendation is pending. 

5* The control of information which might be given to mi outside 
inquirer concerning the employment status of an Agency employee was 
strengthened by the Issuance of OEM 20-800-11, Verification of Agency 
Employment ', In accordance with, this publication , a personnel record can 
be blociaed ' (i.e. , mar -marked for denial of Agency employment in response 
to any external inquiry) by the Office of Psrsonnel only upon request frosa 
one of three sources ; Central Cover Division, Office of Security, or Office 
of the Director of Personnel. Similarly, a personnel record which is blocked 
cen be re -opened only with the specific approval of the point which originally 
instituted the block. 

6. Operational m a nuals covering detailed procedures to be utilised by 
Position Control Section and by Files Section were prepared. The manuals are 
used as aids in training new employees in the Sections end as reference 
sources. 

T* In anticipation of the installation of the HCA-501 computer, the 
format of Form 11J2, ’Bequest for Personnel Action 1 ’, and of Fora 1150, 

'lotification of Personnel Action was substantially revised. Under the ; 
new concept, the Fora 1152 will contain only the data relative to the desired 
new assignment of the individual, and will omit that data pertaining to the 
assignment which is to be vacated. In order to assist the Initiating offices 
in the use of the new Fora 1153, detailed instructions flw coapletloj^^the 
fora were prepared, and have been incorporated In the proposed HE 25X1 C 

’’Personnel Actions”, 
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f* 20 with Mobilisation and Military Personnel Division, 

a* tailed procedures have Dean worked out for tit# procMmin g of personnel 
actions on Military parsons*! detailed to the Agency. The Inception of these 
pmadures^ however, met emit the installation of the ceapdwr eyeteaa. 
e-sMilerly, preiiainary detail* have been worked out with Contract Personnel 
sivxsion relative to the processing of personnel actions on certain types 
of contract employees. 

. A review was atade of the records of all personnel folders of 

trainatad employees stored at the CIA Records Center, and a "SldL” 

*° ** n * ct ' 111 **«&«*»tieal order, the specific 
^J* rmLc * t ** i» located. With this type uf index, 

the task of locating a given terminated folder has been eased. 


10. The prt^raa of the pr&ouraaant of official 

“ c *‘ >ted •OtolMmaU w. 


25X1 


of Jt ° f *»/ Machine accords Division prepared a roster 

^»11P«^^1 who were at the top step of their m grade as of 31 narch 

iSsSi 'Suf*,?*!? a projected due date for the first longevity step 
increase. This listing contained the names of 739 eaaloyeesu The suroose 

P 1 “ r “" ** «•*»• proj*rt h« ™«i»a 

6«tS* UrtSSlSf of ajar vlthta tb. four 
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of the Status Section. Revised procedures will be developed and installed 
to aecasssodate the changes. All program tapes (which control the automatic 
operation of the ftrograaatic Flexowrlters) will be revised to accommodate 
the new fonat of the Form 1150, "Notification of Personnel Action”. Cur- 
rently required auxiliary equipment, such as tape -reading machines, by-product 
~'y' *' *’ ’ ' ~ to-card converter, and storage cabinets for statue 

tapes, will become surplus and will be disposed of appropriately. Detailed 
procedures will be inaugurated for the preparation of Notification of Personnel 
Action fear military details to the Agency, thereby rendering obsolete the me 
of Fora 1556 . Similarly, procedures will be instituted for the preparation 
of Notification of Personnel Action for selected types of Contract EBg>loyees . 

2. It is -anticipated that the Director of Personnel will approve the 
pending gecaa aen datlon few the destruction of applicant card records considered 
to be obsolete. Upon receipt of such approval, a program will be initiated in 
the Files Section few the review of all applicant card records and the selection 
of those records (in accordance with established criteria) which have outlived 
their usefulness. 

3* Documentation of salary increases as a result of the Federal Employees* 



ray or vux m accoapj aooea, roe service «ecora ware, m woa eaqjxoyec 
affected will be annotated, and a document in lieu of a Notification of Personnel 
Action will be filed in the Official Personnel Folder of each employee affected. 

k, A proposed Office of Personnel Memorandum on the subject of ‘'Establish- 
ment of a Sensitive Personnel Folder ** and ”»» -Arrangement of Material in the 
Official Personnel Folder” is currently pending. Open issuance of this 0PM, 
a project will be initiated to establish the required sensitive personnel 
folders sad to re-group those documents currently filed in the Official Person- 
nel Folders in order to facilitate both reference by a user and future filing 
of additive material by the Files Section. 

5 , The system of a charge control of Official Personnel 

Folders on loan will be revised. In lieu of a central card into file of 
charge -out cards, the charge cards will be filed with, the out- jacket in 
the place normally occupied by the Official Personnel Folder. Simultaneous 
with the conversion of the charge-out control procedure, all travel documents 
(and existing out- jackets) will be removed from the file of Official Personnel 
Folders, and & separate travel documents file will be established. 

6 . AH terminated employee files for the year 1959 will be screened 
and forwarded to the CIA Records Center* 
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